Quick Reference Guide 5
Lync 2013 for Windows and
Lync for Mac 2011

Meeting Attendee Tools

This quick reference guide is written for Participants in Lync online meetings. Participants receive an Outlook
meeting invite containing a hyperlink to an online meeting. For information about hosting a Lync online meeting, see
Lync 2013 for Windows QRG 2 - Lync Web Conferencing and Lync 2011 for Mac QRG 2 - Lync Web Conferencing. Both

files are posted on the CTC Web site at http://itcd.hg.nasa.gov/ctc.

When the meeting organizer sets up a Lync online meeting, the organizer determines which invitees get to join the
meeting directly without waiting in a holding area called “The Lobby.” While a participant is waiting in the Lobby, they
cannot see any shared content and must wait to be admitted by a Presenter.

As the meeting rooms have security enabling the organizer to limit who gets directly into the meeting room, it is
important that those with NASA credentials log into meeting rooms using the Lync client application locally installed on
their device (if they have their NASA-issued equipment). If they are using a home computer to access their Outlook
calendar via Webmail, they need to join the meeting (via the Lync Web App) from the Organizer’s company to be given
full rights as NASA personnel.

Anyone who joins the meeting as a guest will have less access to the meeting room and less rights to receive
transferred files in the meeting room. For this reason, it is important that NASA personnel NOT join the meeting
as a guest.

This quick reference guide outlines each option for joining a meeting. Directions are included for both Lync 2013 for
Windows and Lync for Mac 2011 methods.

Understanding the Meeting Organizer’s Security Options for Online Meetings

Depending on the access rights given by the meeting organizer to the participants, there will be different security
determining who gets into the meeting directly and who waits in the Lobby. Below are the possible choices the meeting
organizer can select from regarding who has to wait in the Lobby.

These people do not have to wait in the Lobby:

Meeting organizers use these options to decide who gets into the meeting directly, and who waits until a Presenter
admits them.

It is recommended that the meeting organizer change this setting for large meetings, when they have
confidential or sensitive information to discuss or display.

Online Meeting Options for the Lobby on a PC Online Meeting Options for the Lobby on a
Mac
These people don't have to wait in the lobby: Why do I use this?
- R \_/ Customize access levels, presenter options, and phone settings
Only me, the meeting organizer v

Meeting with custom access level or presenters will use a dynamically generated
Only me, the meeting organizer meeting link and conference ID.
People I invite from my company
Anyane from my erganization

Anyone (no restrictions)

Presenter |

Choose presenters Who gets directly into the meeting without waiting in the lobby?

"] mee (I
& 23 il 4
Only Me Invitees My Company Everyone
|
i
Remember settings Cancel OK

_I I c D For software training, contact the Computer Training Center (CTC) at 358-1111 or visit the CTC Web
———————— | site at http://itcd.hq.nasa.gov/ctc.
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Only me, the meeting
organizer

Who gets in
directly?

What happens

The meeting organizer is the only one who can join the
meeting directly. Everyone else has to wait in the
Lobby until admitted.

People | invite from  Only people invited can join the meeting directly.
my company Everyone else has to wait in the Lobby until admitted.

Anyone from my
organization

Anyone from your company can join the meeting
directly, even if not invited. Anyone who joined the

Anyone (no Anyone in the entire world with access to the hyperlink
restrictions) can join the meeting directly, even if not invited by the

meeting organizer.

Joining a Lync Online Meeting as a Participant

meeting as a guest will wait in the Lobby until admitted.

Recommended when...

You have a high security meeting and
SBU/sensitive/privacy information.

You are discussing SBU/sensitive/privacy
information, and want only specific people to
join.

You do not have external participants and you
are not discussing SBU/sensitive/privacy
information.

Not Recommended.

There are six (6) ways a participant can join a Lync online meeting outlined below:
Using a NASA-issued PC with Windows 7 and Lync 2013 (recommended).
Using a non-NASA PC with Windows 7 without the Lync application -- joining the meeting as a participant from the

1.
2.

S

Organizer’s company.

Using a non-NASA PC with Windows 7 without the Lync application -- joining the meeting as a Guest.

Using a NASA-issued Mac with Lync for Mac 2011 (recommended).

Using a Mac without the Lync application -- joining the meeting as a participant from the Organizer’s company.

Using a Mac without the Lync application -- joining the meeting as a Guest.

METHOD ONE: Join a Lync Meeting using a NASA-issued PC with Windows 7 and Lync 2013

This is the recommended method of joining a Lync meeting from a PC.

1.

4,

Using your NASA-issued PC, open Outlook and display your Outlook
Calendar.

Open the meeting invitation and click Join Lync Meeting in the
Notes area of the meeting invitation.

Please click the link below to start the meeting room.

=lJoin Lync Meeting
Help

The Privacy Disclaimer for NASA Lync use will display.

Click the checkbox for the option “I have read the above and agree
to the terms. “

Click Continue.

The Result: The Lync application launches and establishes a meeting
room with the participants.

Depending on the access rights selected by the meeting organizer, some
participants may be waiting in the Lobby. The Meeting Presenter’s
screenshot is shown to the right highlighting the Lobby.

¥ testing the Maureen and Christine scenario (3 Participants) = 4 e
PARTICIPANTS
Lobby (1) Aclenit All Deny All
& Joan Taylor Guest Admit Deny
Presenters (2)
Brooks, Cecily I, (HQ-LMO20)[DIGITAL MANAGEMENT INC.] L BRI
H Ross, Leslie Anne (HQ-LMO20)[DIGITAL MANAGEMENT INC] L o@om
Invite More People
1
@ 1 person is waiting in the lobby. | Admit x
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Meeting Participant Tools in Lync 2013 for Windows

¥ testing meeting room lobby (2 Participants)

Click o the Messages
button to view/hide the
Instant Messages field and
chat. Instant Messages will
be sent to all participants.

Brooks, Cecily M. (HQ-LMO020)[DIGITA...
Available - Video Capable
CTC Training Coordinator

Maximize Button X
Click che Present button st
to share your desktop if you
have been granted Presenter

rights.

SharebDesktop

Click e the Participants
button to view/hide the
Participants. If a Presenter,
this button will also display
the Lobby.

View

s Lobby
" =
LR
Y
|Send an Instant Message to all !
participants by typing here and
pressing Enter.

I R
Click .-' the Maximize

button to increase the view of
the presented material.

[
&g

.

‘-?a.rticipants and

8 - 0 X

Request Control

@ Home - SATERN Administration - Windows Internet Explorer

@vv [l nttps://sate

e Favortes _ g
-

[} HoME- SATERN Administration

D &

ve 4
L}

Home Learners Performance Learning Content Commerce  System Admin

Bookmarks | Recents

Search: | Enter Keywords or Command

X

| 2 Add Folder

[# [ Outlook Classes

‘ Welcome to SATE!

RN Administrat]
PowerPoint Classes

Word Classes Watch the Tuto

Excel Classes

[ ) My Bookmarks

Click the Options
button and click End meeting.

METHOD TWO: Join a Lync Meeting using a non-NASA PC with Windows 7 without Lync

Installed - from Organizer’s Company

Lync Web App is the browser-based version of Lync for those
who are using a computer that does not have Lync installed.
This scenario includes those working from anywhere and
accessing their calendar through Outlook Web Access.

1. For NASA personnel, open your browser and log into

Outlook Web Access (OWA).
View the Calendar and open the meeting invitation.

Click the hyperlink Join Lync Meeting in the Notes area of
the meeting invitation. The browser will open to the Lync
Web App welcome screen.

Lync Web App

e

t

3 Join the meeting

® Are you a guest to this meeting? Sign in here instead

You may be prompted to download / install LWAPlugin64Bitinstaller64. Complete the download of the plugin.

4.  Click the option Sign in if you are from the Organizer’s company. The login fields display to enter a User name and
password (shown right).

5. Inthe User name field, enter the network domain followed by your NASA network login credentials: enter
NDC\jdoe for example.

6. Inthe Password field, enter your current NASA network password.

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.
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7. Click Join Lync Meeting. The Privacy Disclaimer

for NASA Lync use will display.

8.  Click the checkbox for the option “I have read
the above and agree to the terms. “
9. Click Continue.

The Result: The browser will launch the meeting
room.

Depending on the access rights established by the
meeting organizer, some participants may be waiting
in the Lobby.

The Presenter meeting room (using Lync Web App)
screenshot is shown right.

@ Microsoft Lync Web App - Windows Internet Explorer = X

@‘\J;v‘ﬂg https://meetnasa.gov/leslie. ross/DHEGZNIN s =

";w“?‘)\” £~

>
¢ Favorites i @] Training Repository [E] Lync Documentation NO... [P|Pandora | Facilities System @ Launchpad 4 ITCD ‘

S
82|~ | Hl| Scheduled Offering ... [89 Microsoft Lync .. > % v ) v =) @ v Pagev Safetyv Toolsv @~

® testing meeting room lobby (2 Participants Ross, Leslie Anne (HQ-LM020)[DIG & L 2

Exit Meeting

rson is waiting in the lobby.

® @ =

METHOD THREE: Join a Lync Meeting using a Non-NASA PC with Windows 7 without Lync

installed - as a Guest

This is NOT the preferred method for NASA personnel to join a Lync online meeting. Joining in this way limits the rights of
the participants and treats them as external to NASA. This is appropriate for those who do not have NASA credentials.

1. Openyour browser and log into your email application.

2.
3.

View the Calendar and open the meeting invitation.

Click the hyperlink Join Lync Meeting in the Notes area of the meeting invitation.

You may be prompted to download / install LWAPlugin64BitInstaller64. Complete the download of the plugin.

4,
NASA Lync use will display.

5.

The Result: The browser will launch the meeting room.

Type your name in the Guest, type your name here field and click Join Lync Meeting. The Privacy Disclaimer for

Click the checkbox for the option “I have read the above and agree to the terms. “ Then click Continue.

Depending on the access rights established by the meeting organizer, some participants may be waiting in the Lobby.

Lync Meeting Participant Tools in Lync Web App

®
e Click o the Messages button to
view/hide the Instant Messages field and
chat. Instant Messages will be sent to all
participants.

e Click che Present button to share your
desktop if you have been granted Presenter
rights.

e Click @ the Participants button to

® 0@ B

’.; testiog
=
Click to Exit the
meeting room

Click to Maximize the

presentation window
-

Ly
2
2
@
)
2
]

........

view/hide the Participants. If a presenter,
this button will also display the Lobby *
e Click ..' the Maximize button to

increase the view of the presented material.

Click Exit Meeting to leave the meeting room.

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.




Lync 2013 for Windows QRG 2 -Lync Web Conferencing

Page | 5

METHOD FOUR: Using a NASA-issued Mac with Lync for Mac 2011

This is the recommended method of joining a Lync
meeting on a Mac.

1. Using your NASA-issued Mac, open Outlook and
display your Outlook Calendar.

2.  Open the meeting invitation and click Join Lync
Meeting in the Notes area of the meeting invitation.
The web browser will open on the Lync Web App
welcome screen (shown right).

3. Tojoin using the Lync client application, click Join
using Lync for Mac or Communicator for Mac.

Select Lync for Mac and click OK if prompted.

5. The Privacy Disclaimer for NASA Lync use will display.

Click the checkbox for the option “I have read the
above and agree to the terms. “

6. Click Continue.

The Result: The Lync application launches and
establishes the meeting room (shown below).

Lync Web App

Leslie Ross

€ 1o the plug-in Terms and Conditions

By joining the

(® Join the meeting

@© Sign in if you are from the organizer's company

Join using Lync for Mac or Communicator for Mac

Depending on the access rights established by the meeting organizer, some participants may be waiting in the Lobby.

Lync Meeting Participant Tools in Lync for Mac 2011

e Click into the Messages field to chat. Instant Messages will be sent to all participants.

e Click .-

the Present button to share your desktop if you have been granted Presenter rights.

e Click ™™ the Maximize button to increase the view of the presented material.

R L% . : o - .
e Click the Participants button to display the Participant list. If you are a presenter, this will also display the
Lobby.
e 0 0 Conversation - 3 Participants
% Group Conversation { T ?esk::':ls-hsr:’oks, Cecily M..
pICE . 9o TORN — = -
T —
[# Brooks, Cecily M.(HQ-‘*AOZO)[DIGITAL MANAGEME... ¥ -
Ross, Leslie Anne (HQAL@zoumclTAL MANAGEME. .. ‘ e
Attendees . 1
Guest 1 (unidentified pani!ipant) [
L I
/ &
i ] 1 person is waiting |.rl.(he lobby. I',
o /
@ 1 person is waiting in the lo ,'
peson s vaigln e ooy ; P
.I ¥
1 Participan* List
1
Y
Share Desktop
button
e
Maximize gz 5
button

!.
L
Type Instant Messages here \\__

onm, A2

T P, R T TMOZ AT AR AN TR TS -
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METHOD FIVE: Using a Mac without the Lync Application - from Organizer’s Company

Lync Web App is the browser-based version of Lync for those who are

using a computer that does not have Lync installed. This scenario LynC Web App
includes those working from anywhere and accessing their calendar Termams
through Outlook Web Access. [ Wocaces |

Password

1. Openyour browser and log into your email application. [ |

Remember me

2. View the Calendar and open the meeting invitation.

3. Click the hyperlink Join Lync Meeting in the Notes area of the | @ Join the meeting |
meeting invitation.
4.  From the Lync Web App welcome screen, click Sign in if you are @© Are you a guest to this meeting? Sign in here instead

from the Organizer’s company. The User name and password
fields display (shown right).

5. Inthe User name field, enter the NASA Network domain followed
by your network user name, as in the example: ndc\[username].

Join using Lync for Mac or Communicator for Mac

6. Click Join the meeting. You will be prompted to load a plug-in.

Please install the plug-in the first time you use Lync Web App. Going forward, simply click Allow.
7. Click Allow to continue logging in. The Privacy Disclaimer for NASA Lync use will display.
8.  Click the checkbox for the option “I have read the above and agree to the terms. “ Then click Continue.

The Result: The browser will launch the meeting room.

METHOD SIX: Using a Mac without the Lync Application - as a Guest

This is NOT the preferred method for NASA personnel to join a Lync online meeting. Joining in this way limits the rights of
the participants and treats them as external to NASA. This is appropriate for those who do not have NASA credentials.

1. From the Lync Web App welcome screen (shown right), enter your

name in the Guest field. I_yn c We b A p

2.  Click Join the meeting. You will be prompted to load a plug-in. [pusst b your name below ©

Leslie Anne Ross |

Please install the plug-in the first time you use Lync Web App. Going —
forward, simply click Allow. Ploase enter a valid name

3. Click Allow to continue logging in. The Privacy Disclaimer for NASA

|(-}) Join the meeting |
Lync use will display.

4.  Click the checkbox for the option “I have read the above and agree ® Sign in if you are from the organizer's company
to the terms. “ Then click Continue.

Join using Lync for Mac or Communicator for Mac

The Result: The browser will launch the meeting room.

Lync Meeting Participant Tools in Lync Web App

o

e Click o the Messages button to view/hide ‘
the Instant Messages field and chat. Instant Click to Exit the
Messages will be sent to all participants.

meeting room

e Click othe Present button to share your

desktop if you have been granted Presenter .
rights. A
a Click to Maximize the
e Click @ the Participants button to p— - - ""’*““’“““‘Y”;‘f‘_‘ff.”f.,.‘
view/hide the Participants. ® O ® ' B

e Click ..' the Maximize button to increase
the view of the presented material.

o Click Exit Meeting to leave the meeting
room.
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